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The  first  key  step  is  to  write  the  legislation.  Ordinances  are  normally  prepared  by  the 
City  Attorney  at  the  request  of  a  Supervisor,  the  Mayor,  or  a  Department  Head,  based 
on  a  draft  or  other  written  request.  The  City  Attorney  must  approve  as  to  form  an 
ordinance  before  its  introduction.  The  City  Attorney  prepares  a  brief  digest  of  any 
ordinance  of  more  than  two  pages. 

Resolutions  are  normally  prepared  by  a  Supervisor  or  by  a  Department  requesting  the 
action.  More  complex  resolutions  are  sometimes  prepared  by  the  City  Attorney  based 
on  a  draft  submitted  by  a  Supervisor  or  Department.  Citizens  occasionally  submit 
drafts  of  proposed  resolutions  to  individual  Supervisors.  Resolutions  approving  a  grant 
application  must  first  be  approved  by  the  Mayor  and  by  the  Controller's  Grants 
Division.  Resolutions  concerning  interim  zoning  controls  must  first  be  approved  by  the 
City  Attorney. 

The  second  key  step  is  to  have  the  legislation  introduced.  Supervisors,  the  Mayor,  and 
DepzuTtment  Heads  submit  Ordinances  and  Resolutions  to  the  Clerk  for  Introduction. 
Supervisors  may  also  Introduce  requests  for  Committee  Hearings  on  a  Subject  Matter 
without  having  Legislation.  Upon  Introduction,  the  President  of  the  Board  refers 
Legislation  and  Subject  Matter  Hearing  Requests  to  one  of  Four  Committees  for  Public 
Hearing. 

The  third  key  step  is  to  have  the  legislation  placed  on  a  committee  calendar  (agenda). 
The  Finance  Committee  meets  each  Wednesday.  The  City  Services,  Administration  & 
Oversight,  and  Economic  &:  Social  Policy  Committees  each  meet  twice  a  month. 
Committee  chairs  have  wide  latitude  on  whether  and  when  to  calendar  matters  for 
hearing.  Chairs  tend  to  give  more  prompt  attention  to  requests  when  legislation  has 
been  prepared,  as  opposed  to  a  hearing  on  a  subject  matter  with  no  proposed  written 
solution.  If  a  committee  has  not  acted  on  an  ordinance  or  resolution  within  30  days 
after  its  referral  to  committee,  any  member  of  the  Board  may  cause  the  matter  to  be 
"called  from  committee"  and  considered  by  the  full  Board. 

The  fourth  key  step  is  to  obtain  a  favorable  recommendation  from  the  committee. 
Legislation  is  advertised  to  be  heard  at  a  committee  meeting.  Committees  may  not 
consider  matters  which  have  not  been  advertised  in  the  official  newspaper.  The  public 
is  invited^to  attend  and  to  speak  on  any  matter  before  the  committee.  In  order  to  be 
sent  to/the  full  Board,  legislation  needs  the  favorable  votes  of  two  of  the  three 
members  of  a  committee,  as  introduced  or  as  amended  by  the  committee.  On  rare 
occasions  ^  committee  sends  legislation  to  the  full  board  "without  recommendation"  or 
with  a  recommendation  of  "do  not  pass".  Other  common  committee  actions  are  to 
"continue  for  one  month",  "continue  to  the  call  of  the  chair",  "table",  or  (in  the  case  of 
a  hearing  on  a  subject  matter)  "file". 

The  fifth  key  step  is  to  obtain  the  favorable  vote  of  six  of  the  eleven  members  of  the 
Board  of  Supervisors.  For  ordinances,  this  must  be  done  at  two  separate  meetings.  On 
some  matters,  such  as  overruling  the  Planning  Commission,  eight  votes  are  required.  A 
few  urgent  or  very  routine  resolutions  are  adopted  on  the  day  they  are  introduced, 
without  being  referred  to  committee.  Such  matters  require  a  unanimous  vote  of  the 
Supervisors  present. 

The  sixth  key  step  is  to  obtain  the  approval  of  the  Mayor.  Legislation  is  sent  to  the 
Mayor  within  24  hours  of  approval  by  the  Board.  The  Mayor  then  has  10  calendar  days 
to  approve  or  veto  legislation.  If  the  Mayor  approves  an  ordinance  it  normally  goes 
into  effect  30  days  after  that  approval.  If  the  Mayor  approves  a  resolution  it  goes  into 
effect  immediately.  If  the  Mayor  vetoes  legislation,  it  becomes  effective  only  if  eight 
members  of  the  Board  vote  within  30  days  to  override  the  veto.  If  the  mayor  neither 
approves  nor  vetoes,  the  legislation  is  deemed  approved. 
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FILE  NO. 


Sample  Ordinance 

ORDINANCE  NO. 


1  [Government  Funding] 

2  AUTHORIZING  EXECUTION  OF  A  75  YEAR  AGREEMENT  FOR  LEASING  AIR 

3  RIGHTS  AND  GRANTING  OF  EASEMENTS  OVER  THE  WESTERLY  APPROACH 

4  TO  THE  BAY  BRIDGE  BETWEEN  CITY  AND  COUNTY  OF  SAN  FRANCISCO 

5  AND  THE  XYZ  DEVELOPMENT  COMPANY  FOR  PURPOSES  OF  CONTRUCTING 

6  LOW  INCOME  FAMILY  AND  ELDERLY  RENTAL  HOUSING. 
7 

8  Note:  All  Sections  are  new. 

9  Be  it  ordained  by  the  People  of  the  City  and  County  of  San  Francisco: 
10 

11  Section  1.  The  Director  of  Property  is  hereby  authorized  to 

12  execute  an  agreement  for  75  years  with  XYZ  Development  Company  (etc.) 

13  Section  2.  This  agreement  shall  not  be  construed  to  permit  free 

14  passage  over  the  Bridge. 
15 

16  APPROVED  AS  TO  FORM: 

17  LOUISE  H.  RENNE 
City  Attorney 

18 
19 

20  By  

Deputy  City  Attorney 


Sample  Municipal  Code  Amendment  Ordinaiice 

FILE  NO.  ORDINANCE  NO. 


1  [Third  Street  Trucks] 

2  AMENDING  PART  n,  CHAPTER  XI,  SAN  FRANCISCO  MUNICIPAL  CODE 

3  (TRAFFIC  CODE),  BY  AMENDING  SECTION  28.3  THEREOF,  RELATING 

4  TO  RESTRICTION  OF  TRUCK  TRAFFIC  ON  THIRD  STREET. 

5  Note:    Additions  or  substitutions  are  underlined; 

6  deletions  are  in  ((double  parentheses)) 
7 

8  Be  it  ordained  by  the  People  of  the  City  and  County  of  Saii  Francisco: 
9 

10  Section  1.  Part  H,  Chapter  XI,  of  the  San  Francisco  Municipal  Code 

11  (Traffic  Code)  is  hereby  amended  by  amending  Section  28.3  thereof  to  read 

12  as  follows: 

13  Sec.  28.3.  Restriction  of  Traffic  on  Third  Street. 

14  It  shall  be  unlawful  for  any  person  to  operate  a  vehicle  with  an 

15  unladen  weight  in  excess  of  ((12,000))  10,000  pounds  on  Third  Street 

16  between  ((Jamestown))  La  Conte  Avenue  and  Jerrold  Avenue. 

17 

18  APPROVED  AS  TO  FORM: 

19  LOUISE  H.  RENNE 
City  Attorney 

20 
21 


By:  ^  

22  Deputy  City  Attorney 


Ordinances 


A  Checklist 

Accompanied  by  a  cover  letter  with  reasons,  requesting  passage,  expressing 
necessary  approvals,  and  two  copies  of  the  ordinance. 

First  page  on  special  paper.  Red  vertical  line,  numbered  lines,  place  for  File 
number  ^upper  left,  word  Ordinance  in  upper  right. 

Subsequent  pages  red  vertical  line,  no  reference  to  File  number  or  Ordinance 
number  at  top. 

Double  spaced. 

Identifying  phrase,  not  more  than  five  words  and  not  more  than  one  line  in 
brackets  [  ]  on  line  1. 

Title  in  CAPITAL  LETTERS. 

Title  starts  with  a  word  ending  in  "ing"  (a  gerund). 

Nothing  is  stapled  to  the  ordinance. 

If  appropriation  ordinance,  includes  approval  of  Mayor. 

If  longer  than  two  pages,  accompanied  by  a  brief  digest  prepared  by  City  Attorney. 

If  an  emergency  ordinance,  the  title  ends  "AN  EMERGENCY  MEASURE"  and  the 
text  states  the  nature  of  the  emergency. 

Filed  by  Department  prior  to  Wednesday  noon  for  Monday  introduction. 

If  amending  a  municipal  code,  name  the  code  and  section  numbers  In  title. 

Contains  no  Whereas  clauses. 

Is  approved  as  to  form  by  City  Attorney. 

Title  contains  effect  of  ordinance  on  existing  law. 

'  Ordinance  is  confined  to  one  subject  which  is  clearly  expressed  in  title. 

Ordinance  begins  "Be  it  Ordained  by  the  People  of  the  City  and  County  of  San 
Francisco: 

If  ordinance  amends  a  municipal  code  immediately  following  the  title  is  "NOTE: 
Additions  are  underlined.  Deletions  are  indicated  by  ((double  parentheses))"  or 
"Note:  All  language  is  new". 

If  reference  is  made  to  related  material  it  is  not  referred  to  as  "copy  or  exhibit 
which  is  attached  hereto"  but  instead  the  language  may  refer  to  a  "copy  on  file 

with  the  Clerk  of  the  Board  of  Supervisors  in  File  No.  (leave  13  blank 

spaces)". 


Sample  Resolution 


FILE  NO.    RESOLUTION  NO. 


1  [Gay  Olympics] 

2  URGING  THE  CALIFORNIA  CONGRESSIONAL  DELEGRATION  TO  SUPPORT  THE 

3  AMENDMENT  OF  THE  AMATEUR  SPORTS  ACT  TO  PERMIT  THE  GAY  GAMES  TO 

4  USE  THE  NAME  GAY  OLYMPICS. 
5 


6  WHEREAS,  San  Francisco  has  hosted  the  International  Gay  Games  in 

7  1982  and  1986;  and, 

8  WHEREAS,  Gay  Games  are  planned  for  the  summer  of  1990,  and, 

9  WHEREAS,  The  Amateur  Sports  Act  gives  control  over  the  use  of 


10  the  word  "Olympics"  to  the  International  and  United  States  Olympics 

11  Committees  which  have  been  unwilling  to  permit  the  Gay  Gajnes  to  use  the 

12  word  "Olympics"  for  these  games  although  they  are  known  by  that  name,  now 

13  therefore  be  it 

14  RESOLVED,  That  the  City  and  County  of  San  Francisco  does  hereby  urge 

15  the  California  congressional  delegation  to  support  the  amendment  of  the 

16  Amateur  Sports  Act  to  permit  the  use  of  the  title  "Gay  Olympics"  by  the 

17  Gay  Gamesj  and  be  it 

18  •  "    FURTHER  RESOLVED,  That  the  Mayor  is  requested  to  transmit  a  copy  of 

19  this  Resolution  to  the  Members  of  California's  Congressional  Delegation 

20  with  a  request  they  take  all  actions  necessary  to  carry  out  the  intent  of 

21  this  resolution. 


Supervisor  Jones 


Resolutions 


A  Checklist 

Accompanied  by  a  cover  letter  with  reasons,  requesting  passage,  expressing 
necessary  approvals,  and  two  copies  of  the  resolution. 

First  page  on  special  paper,  Red  vertical  line,  numbered  lines,  place  for  File 
number  upper  left,  word  Resolution  in  upper  right. 

Subsequent  pages  red  vertical  Une,  no  reference  to  File  number  or  Resolution 
number  at  top. 

Double  spaced. 

Identifying  phrase,  not  more  than  five  words  and  not  more  than  one  line  in 
brackets  [  ]  on  line  1. 

Title  in  CAPITAL  LETTERS. 

Title  starts  with  a  word  ending  in  "ing"  (a  gerund). 

Nothing  is  stapled  to  the  resolution. 

Filed  by  Department  prior  to  Wednesday  noon  for  Monday  introduction. 

The  word  WHEREAS  is  indented  five  spaces  and,  in  capital  letters,  is  followed  by  a 
comma,  and  then  by  a  capital  letter. 

A  Whereas  clause,  if  to  be  followed  by  another  whereas  clause,  ends  ";  and,". 

A  Whereas  clause,  if  to  be  followed  by  a  resolved  clause,  ends  ";  now,  therefore, 
be  it". 

A  resolved  clause,  if  to  be  followed  by  another  resolved  clause,  ends  ";  and,  be  it". 

Resolved  clauses  after  the  first  such  clause,  begin  "FURTHER  RESOLVED". 

If. reference  is  made  to  related  material  it  is  not  referred  to  as  "copy  or  exhibit 
which  is  attached  hereto"  but  instead  the  language  may  refer  to  a  "copy  on  file 

with  the  Clerk  of  the  Board  of  Supervisors  in  File  No.  Geave  13  bleink 

"  spaces)". 

If  reference  is  made  to  voiding  an  earlier  resolution  it  is  called  "rescinded"  (not 
repealed). 

If  involves  a  grant  application,  a  proposed  resolution  must  have  been  approved  by 
the  Mayor  and  the  Controller's  grants  division. 

If  to  be  forwarded  to  federal  or  state  legislative  or  administrative  officials  a 
resolution  ends  similar  to:  "FURTHER  RESOLVED  that  a  copy  of  this  resolution  be 
forwarded  to  his  honor  the  Mayor  with  a  request  that  he  transmit  copies  to  (e.g. 
the  members  of  Congress  from  San  FRancisco  and  the  United  States  Senators  from 
California)  with  a  request  they  take  all  action  necessary  to  achieve  the  objectives 
of  this  resolution." 


Typical  Wording  in  Legislation 


Typical  Identifying  Phrases 
To  be  placed  in  [brackets] 

Animal  Control  &  Welfare 

Appointments 

City  Planning 

Claim 

Condominium  Conversion 
Construction  Project 
Contract  or  Agreement 
Elections 

Federal  Legislation 
Fees 

Franchise 
Gift  Acceptance 
Grant  -  Federal  Funds 
Grant  -  Private  Funds 
Grant  -  State  Funds 
Housing  and  Development 
Landmark 
Lease  of  Property 
Legislation,  Federal 
Legislation,  State 
Lien  Against  Property 
Mental  Health 
Parking  Facilities 
Parking  Vehicles 
Parks  and  Recreation 
Permits 

Political  Campaigns 
Fhiblic  Employment 
Public  Health 
Public  Transportation 
Public  Utmty 
Purchase  of  Property 
Redevelopment  Project 
Rent  Control 
Salaries  and  Wages 
Sale  of  Property 
Sewer  System 
Solid  Waste  and  Litter 
Statute  of  Limitations 
Street  Artists 
Streets  and  Sidewalks 
Tax  Rate 
Taxes 
Taxicabs 

Traffic  Regulation 
Undergrounding  Utilities 
Water  Rates. 
Zoning 


Typical  Firsts  Word  of  Titles 
Note  they  all  end  with  "ing" 

ACCEPTING 

ADOPTING 

AMENDING 

APPOINTING 

APPROPRIATING 

APPROVING 

AUTHORIZING 

CERTIFYING 

COMMENDING 

CONCURRING 

CONFIRMING 

CREATING 

DECLARING  INTi:\riON' 

DESIGNATING 

DIRECTING 

DISAPPROVING 

ENACTING 

ESTABLISHING 

GRANTING 

FINDING 

NOMINATING 

RATIFYING 

RESCINDING 

REVIEWING 

SUPPORTING 

URGING 

WAIVING 


A  closing  clause 

;  and  be  it 

FURTHER  RESOLVED,  That  his  Honor  the 
Mayor  is  requested  to  transmit  a  copy  of  this 
Resolution  to  the  Members  of  San 
Francisco's  Congressional  Delegation  with  a 
request  they  take  all  action  necessary-  to 
carry  out  the  intent  of  this  resolution. 


Notes  on  the  Legislative  Process 


Types.  Legislation  consists  of  ordinances,  resolutions,  and  occasionally  motions.  In 
general,  an  ordinance  affects  citizens  while  a  resolution  is  directed  internally,  although 
because  of  provisions  of  state  law  and  our  charter,  there  are  many  exceptions. 

Ordinances.  Ordinances  are  normally  prepared  by  the  City  Attorney  and  must  be 
approved  as  to  form  by  the  City  Attorney.  Departments  desiring  the  preparation  of  an 
ordinance  normally  ask  the  Deputy  City  Attorney  assigned  to  the  department  to  prepare 
the  Ordinance.  Supervisors  desiring  an  ordinance  may  submit  a  request  to  the  Clerk  at 
any  time  during  business  hours  or  during  the  "roll  call"  portion  of  the  board  meeting. 
The  Clerk  then  asks  the  City  Attorney  to  prepare  the  ordinance. 

Resolutions.  Resolutions  are  usually  prepared  by  the  office  of  the  sponsoring 
department  or  Supervisor.  Many  samples  are  in  the  files.  There  is  some  standard 
language  used  at  the  end  of  many  resolutions  urging  the  Mayor  to  forward  tho  resolution 
to  appropriate  officials. 

Subject  Hearings.  Sometimes  a  Supervisor  is  conscious  of  a  problem  but  does  not 
have  sufficient  information  about  the  proper  solution  to  request  legislat  ion.  hi  such 
cases  a  Supervisor  may  request,  either  through  the  Clerk  or  at  the  "roll  call"  portion  of 
a  Board  meeting,  for  a  committee  hearing  to  consider  a  subject  matter. 

Introductions.  An  ordinance  or  resolution  is  introduced  in  writing  by  a  member  of 
the  Board  by  presenting  it  to  the  Clerk  or  by  presenting  it  to  the  Board  at  a  Board 
meeting.  When  a  department  head  or  commission  proposes  an  ordinance  or  resolution  it 
is  normally  brought  to  the  office  of  the  Clerk  of  the  Board  prior  to  a  Wednesday  noon, 
listed  on  the  A  or  B  pages  at  the  rear  of  the  calendar  (agenda)  the  following  Monday, 
and  nominally  introduced  by  the  Board  President  at  that  time. 

Committee  Reference.  The  ordinance  or  resolution  is  referred  to  one  of  the  four 
standing  committees  by  the  President  in  accordance  with  Board  rules.  On  occasion  a 
measure  is  referred  to  a  joint  committee  although  this  is  not  common. 

Committee  Assignments.  The  President  of  the  Board  makes  assignments  to  Board 
standing  committees.  The  Finance  Committee  meets  each  Wednesday.  The 
Administration  &  Oversight  Committee  and  the  City  Services  Committees  each  meet  on 
two  Tuesdays  a  month.  The  Economic  &  Social  Policy  Committee  meets  two 
Wednesdays  a  month.  A  schedule  is  printed  on  the  cover  page  of  each  week's  Board 
Calendar. 

j' 

Pending  List.  After  reference  to  committee  the  proposed  ordinance  or  resolution  is 
then  placed  on  a  list  of  matters  pending  before  a  committee,  a  list  known  as  the 
"pending  list."  Each  Supervisor  receives  copies  of  the  pending  lists  for  all  committees. 
Sponsors  of  legislation  may  inform  committee  chairs  whether  they  desire  their  measures 
or  requests  for  hearing  to  be  calendared.  Slightly  more  than  a  week  before  the 
committee  is  to  meet,  the  committee  chair  informs  the  committee  Clerk  which  items 
are  to  be  calendared  from  the  pending  list.  The  committee  clerk  then  causes  a  calendar 
to  be  prepared,  provides  appropriate  notice  to  interested  individuals  and  organizations, 
and  advertises  the  items  to  be  heard  at  the  forthcoming  committee  meeting. 


Hearings.  A  hearing  is  held  on  the  measure  at  a  committee  meeting  usually  in 
Room  228  and  public  testimony  obtained.  When  the  public  has  concluded  testimony,  the 
chair  declares  the  hearing  closed  and  the  matter  in  the  hands  of  the  committee.  The 
committee,  perhaps  after  amendment,  may  recommend  the  measure  to  the  full  Board. 
The  committee  may  also  table  a  measure  or  continue  it  to  a  date  certain  or  continue  it 
to  the  call  of  the  chair.  If  the  hearing  was  not  on  an  ordinance  or  resolution  but  instead 
was  on  a  subject  matter,  the  committee  may  "prepare  in  and  report  out  of  committee" 
appropriate  legislation.  Since  neither  the  committee  hearing  room  nor  the  Board 
chamber  are  the  best  places  to  write  legislation,  legislation  is  normally  written  in 
advance.  Ordinances  must  be  approved  as  to  form  by  the  City  Attorney  before  they  can 
be  reported  out  of  committee  or  considered  by  the  Board.  A  rule  requires  the  text  of 
Code  Amendments  to  be  available  in  the  Board  file  for  a  week  prior  to  hearing. 

Call  From  Committee.  If  a  measure  is  in  committee  for  more  than  30  days  it  may 
be  called  out  of  committee  at  a  Board  meeting  by  a  Supervisor  and  wiU  be  considered  by 
the  Board  at  the  following  meeting. 

Board  Action.  Ordinances  must  be  passed  twice  by  the  Board  before  they  become 
law  (except  for  emergency  ordinances  which  must  be  real  emergencies  and  require  9 
votes).  When  the  Board  acts  favorably  the  first  time  on  an  ordinance  it  is  considered 
"passed  for  second  reading."  When  the  Board  acts  favorably  the  second  time  it  is 
considered  "finally  passed."  Resolutions  are  "adopted"  after  only  one  favorable  vote. 

Votes  Required.  Six  votes  are  requii'ed  to  pass  ordinances  and  resolutions  unless  a 
greater  number  is  required  by  a  state  law,  charter  provision,  ordinance,  or  Board  rule. 
A  majority  of  those  present  is  required  to  amend  proposed  measures  and  to  approve 
parliamentary  motions. 

Mayor's  Role.  A  finally  passed  ordinance  or  adopted  resolution  is  sent  to  the  Mayor 
by  the  end  of  the  day  following  the  Board's  action  for  the  Mayor's  signature  or  veto 
within  10  days,  or  it  may  be  returned  without  signature  in  which  case  it  becomes  law. 
Most  ordinances  become  effective  30  days  after  approval  by  the  Mayor.  Most 
resolutions  become  effective  on  signature  by  the  Mayor.  An  ordinance  or  resolution 
which  is  refused  adoption  by  the  Board  is  also  sent  to  the  Mayor  who,  by  request,  may 
require  the  Board  to  reconsider  it. 

Board  Schedule.  Board  meetings  are  held  each  Monday  beginning  at  2  p.m.  except 
when  Monday  is  a  holiday  in  which  case  the  meeting  is  held  on  the  following  business 
day.  The  Board  does  not  usually  meet  on  the  Monday  between  Christmas  and  the  end  of 
the  year,  nor  on  a  Monday  near  Thanksgiving. 

Time  of  Meetings.  Board  meetings  are  scheduled  for  2  p.m.  and  normally  start  very 
close  to  that  hour.  Median  adjournment  time  is  a  few  minutes  before  5  p.m.  When  the 
meeting  appears  likely  to  go  beyond  8  p.m.,  the  Board  usually  recesses  for  dinner  for 
about  two  hours.  A  meeting  in  July  1988  lasted  until  3:06  a.m. 

Calendar.  On  the  the  afternoon  of  last  business  day  of  each  week,  the  following 
Monday's  printed  calendar  (agenda)  is  available  in  the  office  of  the  Clerk,  Room  235. 
The  calendar  is  also  printed  in  the  Saturday  edition  of  the  official  newspaper  of  the 
City,  currently  the  San  Francisco  Independent.  A  draft  calendar  normally  is  available 
for  Supervisors  late  Thursday  afternoon. 


Open  Meetings.  Closed  sessions  of  the  Board  are  permitted  in  very  limited  cases  by 
the  Ralph  M.  Brown  Act  for  such  matters  as  client-attorney  discussions  concerning 
litigation  (not  legislation). 

Public  Testimony.  The  Board's  committee  system  is  designed  to  provide  full 
opportunity  for  members  of  the  public  to  be  heard  on  proposed  legislation.  Non  city 
officials  are  not  permitted  to. address  the  full  board  except  by  unanimous  consent  of  the 
board  (almost  never  granted),~at  public  hearings  which  are  required  by  law  to  be  held  by 
the  full  board,  and  at  the  "Public  Comment"  section  of  each  Board  meeting,  held  near 
the  end  of  the  meeting. 

Roll  Call  Procedure.  Most  introductions  can  occur  by  a  Board  member  submitting  a 
form  to  the  Clerk.  However,  after  completion  of  the  Board's  action  on  calendared 
matters,  each  member  is  afforded  an  opportunity  during  "roll  call"  to  introduce  matters 
they  have  not  previously  submitted  to  the  Clerk,  including  ordinances  or  resolutions  for 
reference  to  committee,  to  introduce  resolutions  of  a  very  routine  or  very  urgent  nature 
to  be  adopted  immediately  (which  under  the  charter  requires  a  unanimous  vote  and 
which  normally  requires  the  distribution  of  the  resolution  in  advance  to  other  members 
with  an  explanation  of  why  immediate  adoption  is  requested),  to  ask  that  hearings  be 
held  to  consider  specific  problems,  to  make  requests  that  letters  of  inquiry  be  sent,  and 
similar  matters.  For  these  purposes  the  roll  is  called  in  alphabetical  order  beginning 
with  a  different  Supervisor  each  week  on  a  rotating  basis. 

Written  Requests.  When  a  Supervisor  requests  the  Clerk  to  write  a  letter  of  inquiry 
on  behalf  of  the  Board,  the  requesting  Supervisor  normally  submits  a  written 
memorandum  outlining  the  subject  matter  of  the  request.  The  Board  does  not  have  the 
power  by  letter  to  order  or  even  suggest  administrative  action  by  most  City  officials. 
Thus  letters  start  "The  Board  inquires..." 

Certificates  of  Honor  and  Letters  of  Commendation.  Certificates  of  Honor  or 
Letters  of  Commendation  may  be  issued  by  individual  Supervisors  in  the  name  of  the 
Board,  with  a  limit  of  five  Certificates  of  Honor  a  month. 

In  Memoriam  Letters.  Requests  that  the  Board  adjourn  its  meeting  in  memory  of 
deceased  persons  are  delivered  on  a  special  form  to  the  Clerk  before  commencement  of 
the  meeting,  preferably  before  11  a.m.,  to  ensure  that  the  name  is  read  at  the  time  of 
adjournment.  Persons  submitting  requests  should  be  certain  that  names  are  spelled 
correctly. 

Communications.  Letters  received  by  the  Board  are  listed  on  the  "C"  pages  of  the 
Board  calendar. 

Legislative  Foundation.  The  adoption  of  legislation  is  an  act,  not  simply  of  the 
Board  of  Supervisors,  but  of  the  City  and  County  of  San  Francisco.  Thus,  as  provided  by 
the  Charter,  the  enacting  clause  of  an  ordinance  is  "Be  it  ordained  by  the  People  of  the 
City  and  County  of  San  Francisco."  Likewise,  a  resolved  clause  in  a  resolution  properly 
refers  to  the  views  of  the  City  and  County  of  San  Francisco.  Thus  a  resolution 
supporting  a  Congressional  bill  should  state  that  the  City  and  County  of  San  Francisco 
supports  H.R.  1234,  not  simply  that  the  Board  of  Supervisors  supports  H.R.  1234. 


